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ABPLICATION FOR RECORDS RETENTION SCHEDULE e AR MONT DE SoLETARY OF STATE

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed originel 10
‘Departiment of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta Georgia, 30334,
Attention: Scheduling Section. . .

FOR AGENCY USE 1. Agenq( Address ‘ FOR RECORDS MANAGEMENT USE

Application Dare Application Number
Department of Veterans Serv1ce
1-6-81 246 Sycamore Street . 7(9 - | 3 7- A
Application Number Decatur, GA 30030 Date Received Datw Completed
2. Person to Contact : Working Title Telephone Number
H__‘ Harry B. Brown, Jr, RMO 656-2307

3. Action Requested
-~ a. [ Estabusn Retention Schedule; record will continue to accumulate,

b. O Dlspose of present accumulation; no further accumulation armc:pated

c. X% Amend Application No. 1:2!&' L&Z_- Check One: O Charge XX Supercede: -0 Void

| 4. Dates of Series 5. Records Series Title [followed by title used in office; if different)
. | Earliest Latest :
1971 | to date Veterans Certficate of License Tax Exemption File
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Claims Division administers services related to veterans of Georgia, their dependents
and survivors in all matters pertaining to veterans affairs by informing the veterans

population and their families about all veterans benefits, and by directly assisting and
advising veterans and their families in securing the benefits to which they are entitled.

7. Record Sesies Description This file contains the followmg documents finclude form numbers and titles, if any):

: Attach samples of the file. ,

Documents relating o> The application by veterans for Free Business License Certificate of
Exemption

Included are:  Anplication for Veteran's Certificate of License Tax Exemption, VS0-25 and
Veteran's Certificate of Exemption, VS0-26. The original of the form VS0-25
is retained by the Department of Veterans Service to support the issuance of
the State certificate of exemption form VS0-26. A duplicate of the VS50-26
is also retained in this file.

File is arranged: In individual fo]ders, alphabetically by name.

.
o
s

8. Monthly Reference Rate How often are records referred to which are:

One to six months old __L____ Seven 10 twelve months old _ 1
twenty-five monthsand oider ___ Y - _ 7 . : : ’

0

; Thirteen to twenty-four monthsold __. “ ____;

9. Ann_yal Rate of Ancumulag'on of Records ' - ELE o
Letfersize drawers __al2 . ; Legalsize drawers —-0 ~ . :shelves O .7 . Other (spacifyl 0

iga-so-ﬂ.- Rev. Y6 - i - ' (Over}




N

ves | NO | 10. Questionnaire  {Place an *“X" in the proper column) e

a. Is this the official copy of the series? s v -
X i not, where is it? _

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation.

c. Is this 5 vital record?

1
3

d. Does this series have historical or long term research value?

e. When one or two documents in the file make lt necessary to keep the entire file for a fong penod could these

f he informati ined in this series evef published? If ves, attach copy.

d b - “' - - . - - -
g. I#th rmatfad centained in this series ever analyzed and/or recorded in a summarized report?

X
X
X
X documents be scheduled separately?
X
¢
X If ves, attach copy,

F }345 there 3 duplication of this series in your office, or in another office or agency?

If ves. where?

i. Does the record series result in a comouter printout?

11. Ratention Requirements The followfng requires the series to be kept:

years.

a. Sizte Law years. d. Audit period , 3

years,

b. Statute of limitation years. e. Administrative need

¢. Federal law years, i Federal retention mstruc:t:ons

Attach copy or excert of laws or regulations. Explain administrative need.

Office reference need is 12 months.

years.

X¥ Calendar Year; [ Fiscal Year: O Other

12. Approvad Disposition Instructions This agency recornmends that the file series be cut off at the end of each:

then,

® Hold in the current files area _i_,.month(s} __ vyearls}; then
O Transfer to local holding area; hold . __ year(s}; then

O Transfer 10 State Records Center:hold _____ _year(s); then

¥ Destroy.

O Transfer to Siate Archives for permanent retention.

3 Other {Specify)

These instructions apply to all prior and future accumutations of the series.

Agency Head/Designee (Signatugel Date Records Management Otficer (Signarure}

Date

/-Z-§/

WETRY, A% s

State Records C-omm‘mee {Sigrgru )

Date

Recommendations in para-
graph 12 are approved. , State Auditor/Designee GJ-—”(

- 13-27

{1f drsapproved, attach letter A
of explanation.) SEUEIaWteIDesignEE éw . ;/-QZ‘,,_,L

/~{Z2-5)

Artorney General/Designee {W &_Ml_’/_ .

/Y

AR-50-71; Rew. 76 (Reverse Siase)




OFFICE OF THE SECRETARY OF STATE :
DEPARTMENT.OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

. INSTRUCTIONS: See Publication No. 76—2M—1 for instructions on completmg this form. Forward sigried ongmal o
Department of Archives and History, Records Manag:ment Dw:saon 330 Capitol Avenue AtIanta Georgia, 30334,
Attention: Scheduling Section. ,

FOR AGENCY USE 1. Agency Address . - : FOR RECORDS MANAGEMENT USE

PRI AR R IR R

Application Date ' Department of Veterans Service . Application Number T

- 3-24-76 ‘1 Hunter St., SW . | 76 -137

Atlanta, Georgla 30334

& | Application Number : S B Date Recsived = Date Completed _
t #9 coe e _ |APR 20 1976 |mpy -7 1978
~{ 2. Person to Contact ) - . Working Titfe . ) Telephone Number 3
: ' Harry B. Brdwu,“Jr. - RMO ) : - 656-2332 !
: 3. Action Requested . S : T :
a. K] Estabusn Retention Sehedule record wnll continue to accumulate.
b. O Dispose of present accumulation; no further accumulation antncnpated : - DR R h
c. [J Amend Apphcatnon No. B Check One: [J Change; O Supercede: -0 Void T
4. Dates of Series . . 5. Records Series Title (followed by title used in office; if different) R t
Earliest Latest C :
Veterans Certificate of License Tax Exemptio |- . i
1971 | to date erans Certificate of License Tax Exemption Frle . . . ¢
6. Division and Office Function What is the function of the Division and the Office in which this record series is created? ;

The Claims Division administers services related to veterans of Georgia, their

dependents and survivors in all matters pertaining to veterans affairs by informing
the veterans population and their families about all veterans benefits, and by directly >:.
! assisting and advising veterans and their families in securing the benefits to which i
: they are entitled.

7. Record Series Description This file contains the followmg documents finclude form numbers and titles, if any)}:
Attach samples of the file. :

Documents reiatingt0:  The application by veterans for Free Business License Certificate of
Exemption. '

Included are: The application for Veterans Certificate of License Tax Exemption (Form VSO TE-A)
and the file copy of the Veterans Certificate of Exemption (Form VSO TE-C). The
original is presented by the veteran to the Ordinary of the county of re51dence
for a Certlflcate of Eligibility. .

File is arranged: Alphabetically.

8. Monthiy Reference Rate ) How often are records referred to which are:
Ore to six months oid _.___L___. Seven to twelve moniths o!d __1__ Thirteen to twenty-four monthsold _ 0 ; :
twenty- -five months and older ___0__77 . . . - e
9. Anrmel Rate of Accumulation of Rewrds T - S —
Letter-size drawers .25 Leﬁa!-ﬂze drawers S ; Shelves o : Other fspacify) 0 -

e T P L S S

AR—850-71, Rev. 78 L. (Over)




YES 'N(-) 10. Questionnaire  (Place }in X' i the proper’edu"rnﬁ') K .,

.| a. ls this the official copy of the series?
X ' i not, where is it?

b. Does the series contain confidentiat information requiring security handling?

If yes, cite law or regulation.

PR

Is this a vital record? : o

. Does this series have historical or long term research value’

X documents be scheduied separately?

e. When one or two documents in the file make it necessary to keep the entire file for a |ong penod could these

Is the mf_omanm_e_d in this series ever pubhshed? 1f ves. attach cooy,

g. !sthe mfo:‘matlon contained in this series ever analyzed and/or recorded in a summarized report?
X If ves. attach copy,

h. Is there a duplication of thts series in your office, or in another office or agency?
X If ves, where?

Xii !stWﬂMlv microfilmed?

X i.__Does the record series result in_a_computer printout?

11. Retaention Raquirements The following reguires the series to be kept:

years.

a, ;Sth:t—e- {aw d. Audit pericd

b. Statute of limitation

years,
years. -

e. Administrative need . 1

Years,

f. Federal retention instructions

¢. Federal law years.

Attach copy or excert of laws or regulations. Explain administrative need.

Office reference need is 12 months.

H

This agency recommends that the file series be cut off at the end of each:

12. Apgroved Disposition Iastructions
' ) " . B Calendar Year; O Fiscal Year: [ Other

then,

month(s) year{s}; then
year{s); then

year(s); then

X Hold in the current files area 12

0O Transfer to local holding area; hold

O Transfer to State Records Center; hold
3 Destroy.

{3 Transfer to State Archives for permanent retention.
QO Other (Specify}

These instructions apply to all prior and future accumulations of the series.

H
-

years, .-

Records Management Qfficer (Signature)

— y
Agesréy Hebd/Designee/ (Sighature) / / Date

Date

(O =5
Pete Wheeler . g 3-24-76

i ety . veoen.

3-24-76

2
Recommendations in para-
graph 12 are approved.

(If disspproved, attach letter
of explanation.)

State Llecordsélo mittee {ngnature)

Date

State Auditor/Designee

@H Secret%tate/Designee

5-5-70

\\QQ: : l ‘Lm
é |

&3¢

Attorney General/Designee

W%?M

A D¢

AR-50—71; Rewv. 76

{Rewvnrsa Sod-T




